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Section 1 — General information about SVQs

Introducing SVQs
The qualification you are undertaking is a Scottish Vocational Qualification (SVQ).

SVQs are work-based qualifications which assess the skills and knowledge people have and need to perform their job role effectively. The qualifications are designed using National Occupational Standards.

For each industry sector there is a Sector Skills Council (SSC) which is made up of representatives from the industry or profession and it is the SSC’s responsibility to develop the National Occupational Standards.

These standards define what employees, or potential employees, must be able to do, how well and in what circumstances to show they are competent in their work.

The Sector Skills Council for Facilities Services level 2 is Asset Skills.
Access to SVQs is open to all and you can be assessed either against a particular Unit(s) or against the full SVQ. There are no entry requirements, no prescribed method of delivery, and no time constraints for completion or age limits.

SVQs are available at five levels of achievement which reflect the various technical and supervisory skills, knowledge, and experience which employees should have as they progress in their industry.

Who offers SVQs?
An organisation which offers SVQs is called a centre. This may be a school, college, university, employer, training provider or a combination of these. The centre has responsibility for the quality of the qualification and is required to work within an awarding body’s policies and guidelines. 

The Scottish Qualifications Authority (SQA) is your awarding body for this SVQ. This means that we are an organisation approved by government to design qualifications and awards. An awarding body endorses candidates’ certificates so that an employer can be sure the qualification has gone through a rigorous and effective assessment process. SQA provides qualifications throughout the world and was formed by the merger of the Scottish Examinations Board (SEB) and the Scottish Vocational Education Council (SCOTVEC).

What is the structure of an SVQ?

All SVQs have a common structure and consist of standards which can be broken down into various parts:

	Units and Elements
	Units define the broad functions carried out in your particular job and are made up of a number of Elements. Each Element describes a specific work activity which you have to perform and may relate to skills or to the demonstration of Knowledge and Understanding.

	Performance Criteria
	The level and quality of how you should carry out these activities is determined by a number of statements called Performance Criteria. Performance Criteria are used to judge your competence.

	Range/Scope Statements
	A Range Statement tells you in what circumstances you must be able to prove your competence and allows you to demonstrate that you can carry out tasks in different circumstances. Items included in the Range Statements must not be treated as optional. Range Statements are also called Scope in some National Occupational Standards.

	Evidence Requirements
	The Evidence Requirements specify the amount and type of evidence which you will need to provide to your assessor to show that you have met the standards specified in the Performance Criteria and in all the circumstances defined in the Range Statements.

	Knowledge and Understanding
	The section on Knowledge and Understanding states what you must know and understand and how this knowledge applies to your job.


If you are not yet clear about how we define standards — just remember that the standards have been developed by experts within your industry or profession and that all candidates aiming for this particular SVQ are being assessed against the same standards.

You will find an example of an SVQ Element overleaf.

An example of an SVQ Element

UNIT: (1)
Working safely in an engineering environment


Element 1
Comply with statutory regulations and organisational requirements


	Performance Criteria

You must ensure that you:

1
Describe your duties and obligations (as an individual) under the Health and Safety at Work Act 1974.

2
Comply with Statutory Regulations at all times.

3
Comply with organisational safety policies and procedures at all times.

Range

This means you need to cover:

1
Relevant sections of the Health and Safety at Work Act 1974 (eg with regard to your duties to work in a safe manner, not to interfere with remove or misuse equipment provided for the safety of yourself and others, not to endanger others by your acts or omissions).


	Evidence Requirements

The things you must prove that you can do:

You need to demonstrate that you understand your duties and obligations under both statutory regulations and organisational requirements and you can do this by:

1
Giving an adequate explanation of the duties and responsibilities of every individual as described in the Health and Safety at Work Act 1974.

2
Ensuring that whilst carrying out your work and/or visiting other areas of the working environment you are aware of the specific safety requirements and regulations governing your activities.

Knowledge and Understanding

You must prove that you know and understand:

1
The roles and responsibilities of yourself and others under the Health and Safety at Work Act 1974.

2
The general regulations that apply to you being at work.

3
The specific regulations which govern your work activities.




How are SVQs achieved?

When you consistently meet the standards described in the Elements and show that you have the required skills and knowledge across the Range, you can then claim that you are competent in each Unit. You can claim certification for single Units or whole awards. Your centre will register your claim to competence through the awarding body. The awarding body you are registered with for this SVQ is the Scottish Qualifications Authority (SQA).

The process of gaining an SVQ is flexible and depends on your needs. At the beginning of the process your assessor will review your existing competence in relation to the standards and identify the most suitable SVQ. The level you start at will depend on the type and breadth of your current job role together with your past experience, skills and any relevant prior learning.

To achieve an SVQ, or a Unit of an SVQ, you must:

· Demonstrate you meet the requirements of the Performance Criteria by collecting appropriate evidence as specified by the Evidence Requirements. This evidence is assessed against the national standards by a qualified assessor, who will be allocated to you by your centre. This will usually be someone who knows you, such as a manager or supervisor.

Evidence may come from:

· the accreditation of prior learning — where evidence relates to past experience or achievements

· current practice — where evidence is generated from a current job role

· a programme of development — where evidence comes from assessment opportunities built into a learning/training programme whether at or away from the workplace

· a combination of these

How are SVQs assessed?
Assessment is based on what you can do and involves you, your assessor, an internal verifier and an External Verifier — see ‘Who does what in SVQs’ on the following page.

You will be asked to prove you are competent by providing evidence which shows:

· you can perform all the specified tasks consistently to the required standard (Performance Criteria)

· you understand why you are doing things (Knowledge and Understanding)
· you can apply the required skills in different ways (Range)
Assessment is flexible and you can be certificated for each Unit you successfully achieve, even if you do not complete the full SVQ. There is no set period of time in which you need to complete a Unit. However, you and your assessor should still set target dates for completing each Unit; otherwise your qualification could go on forever. Be realistic though, as there are many factors such as your previous experience, demands within your workplace and an availability of resources which will affect how quickly you are able to achieve the qualification.

Who does what in SVQs?

A number of individuals and organisations have parts to play in SVQ assessment. Their roles have been designed to guarantee fair, accurate and consistent assessment.

	
	Who are they?
	What is their role?

	Candidates
	The person who wants to achieve the SVQ — in this case, you.
	Need to show they can perform to National Occupational Standards in order to be awarded an SVQ or Unit(s).

	Assessors*
	An experienced person in the same area of work as the candidate, eg supervisor.
	Judge the evidence of a candidate’s performance, knowledge and understanding against the National Occupational Standards. 

Decide whether the candidate has demonstrated competence. Provide guidance and support to the candidate. Assist with planning assessments, giving feedback and recording candidate progress.

	Internal verifiers
	Individuals appointed by an approved centre to ensure the quality of assessment within the centre.
	Advise assessors and maintain the quality of assessment in a centre.

Systematically sample assessments to confirm the quality and consistency of assessment decisions.

	Approved centres
	Organisations approved by awarding bodies to co-ordinate assessment arrangements for SVQs.
	Manage assessment on a day-to-day basis.

Must have effective assessment practices and internal verification procedures.

Must meet criteria laid down by awarding bodies and be able to provide sufficiently competent assessors and internal verifiers.


	
	Who are they?
	What is their role?

	External Verifiers*
	Individuals appointed by the awarding body to ensure that standards are being applied uniformly and consistently across all centres offering the SVQ.
	Check the quality and consistency of assessments, both within and between centres, by systematic sampling.
Make regular visits to centres to ensure they still meet the criteria to deliver SVQs.


* Assessors and internal and External Verifiers are required to have occupational expertise in the SVQs which they are assessing/verifying. They must also have, or be working towards, an appropriate qualification in assessment and verification.
What is evidence?

To claim competence for an SVQ Unit you need to gather evidence which shows you have met the standards. It is important that your evidence is easily understood so that it can be checked against the standards, by your assessor, your centre and the awarding body. 

Evidence can take many forms including:

· direct observation of your performance by your assessor

· products of your work

· authenticated statement — witness testimony

· personal statement

· outcomes from questioning
· outcomes from simulation

· case studies

· assignments or projects

· Accreditation of Prior Learning (APL) — evidence from the past
It is important that your evidence is:

· valid — it relates to the SVQ standard you are trying to prove

· authentic — the evidence, or an identified part of it (eg a report) was produced by you
· consistent — achieved on more than one occasion

· current — usually not more than two years old

· sufficient — covers all the performance and knowledge requirements laid down in the standards

Your evidence may be collected through a range of sources, such as employment, voluntary work, training programmes and interests/activities which you perform outside your work. It can also be produced in various formats, eg your own reports; testimonies from colleagues, supervisors or members of the public; projects; models; audio tapes, photographs; videos.

When you first begin your SVQ, you and your assessor should identify all the Units and Elements where you can use integration of assessment. Further details about integration of assessment can be found on page 10.
Demonstrating knowledge, understanding and skills 
In order to meet the standards, you may also be required to prove Knowledge and Understanding. Each Unit contains a list summarising the knowledge, understanding and skills a candidate must possess. Evidence of how these have been achieved and applied could be included in the performance evidence as one or all of the following:

· descriptions of why a particular approach was used

· personal reports about the learning process

· reflective reports which include how a theory or principle was applied

· assessment interviews

· assessment tests

· responses to questioning

These should be included in your portfolio.
How will my assessor check I have the knowledge and understanding listed in the standards?

For some Units, it will be clear to your assessor that you have the required knowledge and understanding from how you carry out your work.  This is often referred to as knowledge and understanding apparent from performance. There will be other occasions though, when your assessor will be unsure if you know why, for example, it is important to give information to clients in certain situations. This could be because your assessor has not had the opportunity to observe all the Performance Criteria and Range during assessment. In these situations, your assessor may wish to assess your knowledge and understanding by asking you some questions. These questions can be given orally or in writing, but will be recorded in your portfolio as evidence.

Your assessor could also check you have the required level of knowledge and understanding by asking you to produce personal statements or to complete a project or assignment.
What if I have previous experience and knowledge and understanding from work and other qualifications?

If you have previous work experience, skills, and knowledge and understanding which you feel is relevant to your SVQ, you should tell your assessor about it. Your assessor may ask you for more proof in the form of letters from previous employers/training providers or details about any courses you have completed.

For example, you may have achieved an HNC in a relevant subject in which case your assessor may feel that you already have some of the knowledge and understanding required for the SVQ.

The process of matching your previous experience and learning is often referred to as the Accreditation of Prior Learning (APL). The purpose of this process is to try and give you some credit towards your SVQ for things you can already do to the national standard. Your assessor judges the evidence available and matches it against the requirements of the SVQ. This means that your assessor should not have to assess you for these things all over again.

However, the success of this process depends on you telling your assessor what previous work experience or knowledge and understanding you have and how you think it is relevant to your SVQ. The more information you can supply to support your claims, the easier it should be to convince your assessor that you are competent.

When can simulation be used?

Throughout your SVQ, the emphasis is on you being able to carry out real work activities so assessment will normally be carried out in the workplace itself. There may be times, however, when it might not be appropriate for you to be assessed while you are working. For example your SVQ might require you to carry out emergency or contingency procedures (for safety or confidentiality reasons) or your job role may not cover all aspects of the qualification. In such instances, when you have no other means of generating evidence, simulation might be appropriate.

Simulation is any structured exercise involving a specific task which reproduces real-life situations. Care must be taken though to ensure that the conditions in which you are assessed exactly mirror the work environment ie it is a realistic working environment.
You and your assessor should check the assessment strategy for your SVQ carefully to find out the Sector Skills Council (SSC’s) view of what constitutes a realistic working environment. Some SSC’s stipulate the specific elements which are suitable for this approach.

Integration of assessment

It is not necessary for you to have each Element assessed separately — doing so could result in assessment which takes too long and places too great a burden on you and your assessor.
There will be instances when you will be able to use one piece of evidence to prove your competence across different Elements or Performance Criteria. You may even find that evidence is relevant for different Units — this is called integration of assessment.

When you first begin your SVQ, you and your assessor will spend time looking at the standards, planning how much time you are both able to devote to the qualification and drawing up an action plan. 

At this stage, you should identify any activities which relate to more than one Unit or Outcome and arrange for the best way to collect a single piece of evidence which satisfactorily covers all the Performance Criteria.

If you are going to integrate assessments, make sure that the evidence is cross-referenced to the relevant Units. Details of how to cross reference your evidence can be found in Section 2 ‘How to compile your portfolio’.

Section 2 — How to compile your portfolio (with worked examples)

General information

A portfolio, like a log book, is a way of recording evidence of your achievements. It is a collection of different items of evidence which indicates that you have the required skills, knowledge and understanding to support your claim to a qualification.

The production of a well organised, clearly labelled portfolio which relates each piece of evidence to the relevant Outcomes and Performance Criteria requires a careful methodical approach. When your assessor looks through your portfolio, they will find the task of making judgements about your competence much easier if the information in it is presented in a logical sequence.

You will need to present your evidence in a format that is easy to read and in which materials can be added or taken away. This section gives suggestions on how to lay out and present your evidence and includes worked examples. There are also forms and matrices which will assist you to chart your progress through the award. 

You do not have to lay out your evidence in the way suggested but you may find it helpful to do so. Each portfolio will be different in content but all should include information about you (the candidate), the organisation where you are undertaking your qualification, the assessor and so on.

Evidence Collection Process
	Assessment plan
	You and your assessor

	Collect evidence
	You and your assessor if observation/questioning is required

	Present evidence
	You and your assessor

	Reference acceptable evidence
	Assessor will judge evidence and give you feedback on which evidence meets the standards

	Record evidence in Element achievement record
	You

	Store evidence in portfolio
	You


Planning your portfolio

Start by carefully reading through the standards and, together with your assessor, decide which Units you might like to work on first. You do not have to do the Units in order. There may be some Units that relate to tasks which you carry out on a regular basis, therefore making it easier to collect evidence right away. Alternatively, there may be activities in other Units which you only undertake now and again, these can be left until the opportunity arises for you to collect evidence.

Before you start looking for different kinds of evidence and deciding if they should be included in your portfolio, you will find it helpful to plan how you will carry out the tasks and how long they are going to take.

The plan is usually referred to as an ‘assessment plan’. It should be produced in discussion with your assessor and will set out the different stages in developing your portfolio. You will probably want to produce a plan for each Unit.

It is unlikely that you will be able to complete all of the Units straightaway and you should therefore think about starting with those Units where you have a lot of experience and in which you work well. You should also remember to identify any opportunities for integration of assessment.
We have provided you with a ‘Unit progress record’ — see Example 2. Each time you complete a Unit; your assessor should sign and date the relevant section on the form. At this stage, it might be a good idea to check that all your evidence and recording documents have been completed correctly and can easily be located. You can then circle the reference number of that Unit in the checkboxes at the top of the form so that you can see at a glance what stage you are at in your SVQ.

Starting your portfolio

Make sure that you clearly label your portfolio (or disk if you are recording your evidence electronically) with your name together with the title and level of the award. 

Your portfolio will need a title page and a contents page. You should also complete a Personal Profile which records details about yourself and your job as well as providing information about your employer, training provider or college. Blank samples of these forms are provided in Section 4.

We recommend that you compile your portfolio in the following order:

	Title page



	Contents checklist



	Personal profile



	Unit progress record



	Completed Element achievement records

	Index of evidence



	Pieces of evidence



	Glossary of terms



	Standards




Contents checklist 

You might also find it useful to complete the following checklist as you work your way through your portfolio. This will help you to see if you have included all the relevant items. Once you have completed your portfolio, you will be able to use this checklist again as a contents page, by inserting the relevant page or section numbers in the right hand column.

	Section
	Completed
	Page/Section number

	Title page for the portfolio
	
	

	Personal profile
	
	

	Your own personal details
	
	

	A brief CV or career profile
	
	

	A description of your job
	
	

	Information about your employer/training provider/college
	
	

	Unit Assessment Plans
	
	

	Unit progress record
	
	

	Completed Element achievement records for each Unit 
	
	

	Signed by yourself, your assessor and the internal verifier (where relevant) 
	
	

	Evidence reference numbers included
	
	

	Index of evidence (with cross-referencing information completed)
	
	

	Evidence (with reference numbers)
	
	

	Observation records
	
	

	Details of witnesses (witness testimony sheets)
	
	

	Personal statements
	
	

	Products of performance
	
	


Collecting your evidence

All of the evidence which you collect and present for assessment must be relevant to your SVQ. Your assessor will help you choose which pieces of evidence you should include. 

We have provided blank forms in Section 4 of this document, which you can photocopy to help you record and present your evidence. Although we have provided you with sample forms, your centre may have their own recording documents which they would prefer you to use.

Some of these forms, eg observation records and the record of questions and answers will be completed by your assessor. Other forms (witness testimonies) will be used by people other than your assessor to testify that they have observed you doing your job, and there is one for you to complete called a personal statement.

Explanations are given below about how and when these forms should be used.
Observation record — Example 5
The observation record is used by your assessor to record what tasks you have performed and to what standard. There is also a section for your assessor to note which other Units or Outcomes are covered by this evidence (‘integration of assessment’).
The assessor will discuss with you which Performance Criteria and Range you have successfully achieved and give you feedback. This form should then be given a reference number and included in your portfolio as part of your evidence.
Witness testimony — Example 6
There may be occasions when your assessor is not available to observe you carrying out certain aspects of your job. In such instances, it may be appropriate for another person to comment about your performance by completing a statement called a ‘witness testimony’.

Witness testimony should only be used as supporting evidence and should:

· be provided by a person, not related to you, who is in a position to make a valid comment about your performance, eg supervisor, line manager or possibly a client/customer

· contain comments which specifically relate your performance to the standards
· be authenticated by the inclusion of the witness’s signature, role, address, telephone number and the date

It is unlikely that your assessor would make an assessment decision based on witness testimony alone. They would normally supplement this type of evidence with questioning.
Record of questions and candidate’s answers — Example 7
This form is used to record any questions which your assessor may ask, to establish whether you have the required level of Knowledge and Understanding associated with each Unit. There is also space on the form for your answers to be noted.
Personal statement — Example 4
There will be times when you need to put a piece of your evidence in context for your assessor so that they can decide if it is relevant to your SVQ. You can complete personal statements to help you do this — these can relate either to the pieces of evidence or to each Outcome or Unit.

For example, you may refer to paperwork which is often used in your organisation to help you pass on information to a colleague. It may not be clear to an assessor why you are communicating to your colleague in this way and a brief explanation of the paperwork and why it is relevant to a particular part of your SVQ may be required.

A personal statement might also be used to record your experience of something, such as, how you handled a specific situation. This can be documented in your personal statement and should be a description of what you did, how you did it and why you did it. It will also allow you to include the people who were present and either assisted you or witnessed your actions. This, in turn, might identify who you should approach for ‘witness testimony’. In your personal statement you could also refer to product evidence that you have produced (eg reports, notes, completed forms), these can also be included as evidence in your portfolio.

The personal statement can be a piece of evidence in itself and should therefore be included in your portfolio.

Presenting your evidence

It is important to present all of your evidence in a clear, consistent and legible manner. Your assessor will then find it much easier to make appropriate judgements about the quality, sufficiency and currency of the materials you are putting forward for consideration.

It is not necessary to produce all of your evidence in typewritten format — some hand-written pieces of evidence, such as notes, will be perfectly acceptable.

There may also be items of evidence which you cannot physically include in your portfolio. This might be for confidentiality reasons or it could be that something which you have produced as part of your day-to-day work is normally kept in a filing cabinet or stored electronically in a PC.
In compiling your portfolio, we suggest that anything you produce as part of your day-to-day work is kept in its normal location, but those pieces of evidence which have been produced specifically for your SVQ, eg witness testimony statements or personal statements, are filed in your portfolio. 

However, assessors and verifiers should be able to locate and access your evidence at all times. It is, therefore, very important that you clearly reference every item of evidence. 

Referencing your evidence

Your assessor, as well as the internal and External Verifiers, will need to find their way around your portfolio, so you should give each piece of evidence a number.

Remember, that where you have used ‘integration of assessment’, you need to give details of all the Units and Elements which are linked to a specific piece of evidence. The links should be noted on the pieces of evidence themselves as well as on the index of evidence (cross-referencing). 

How to complete the Index of evidence — Example 1
You should complete an index of evidence sheet and file it immediately before the actual pieces of evidence in your portfolio. 

The index of evidence should be completed by:

· entering the evidence number in the first column

· giving a brief description of each piece of evidence in the second column

· explaining where the evidence can be found in the third column

You must make sure that the information contained in the evidence index is accurate when you give your portfolio to your assessor, particularly in relation to where the evidence can be located.
Completing the Element achievement records — Example 3
There is an Element achievement record for every Element within this portfolio. 
These records have been designed to allow you to record the evidence you have gathered for each Element. Each record has boxes across it which represents the Performance Criteria, Range Statement, Evidence Requirements and Knowledge and Understanding statement, these will differ from Element to Element so it is important to make sure you are using the right one. Whilst collecting your evidence you should use these grids to display the Performance Criteria, Range, Knowledge and Understanding and Evidence Requirement that piece of evidence relates to. In the first box write the evidence index number you have given to that piece of evidence. In the second box give a brief description of the evidence, then tick against the relevant Performance Criteria, Range, Evidence Requirements and Knowledge and Understanding. 

Worked examples

To give you a clearer picture of how to compile your portfolio, you will find worked examples of the various forms over the next few pages. You should ask your assessor for further advice and support if you are still unsure about how to use the forms and who should complete them.

Index of evidence — Example 1
	SVQ title and level 
	Using IT at level 3


	Evidence

number
	Description of evidence
	Included 

in portfolio 

(Yes/No)

If no, 

state location
	Sampled by the IV

(initials and date)

	1
	Action plan identifying customer requirements
	Yes
	

	2
	Personal statement
	Yes
	

	3
	Witness testimony
	Yes
	

	4
	Record of questions and answers
	Yes
	

	5
	Log of configuration details and errors
	Yes
	

	6
	Observation checklist
	Yes
	

	7
	Procedure for shutting down system
	Yes
	

	8
	Company media storage policy
	No. Can be found with General Manager.
	


Unit progress record — Example 2
	Qualification and level
	Using IT at level 3

	Candidate name
	Anne Thomas



To achieve the whole qualification, you must prove competence in mandatory Units and optional Units.

Unit Checklist — circle the reference number of each Unit as you complete it.


	Mandatory
	206
	301
	302
	303
	308
	
	
	
	

	Optional
	305
	306
	311
	312
	326
	327
	
	
	


Mandatory Units

	Unit Number
	Title
	Assessor 
	Date

	206
	Ensure your own actions reduce risks to H&S


	
	

	301
	Select and enable IT for use


	P.Jones
	28/4/2000

	302
	Maintain the Software Environment


	P.Jones
	28/4/2000

	303
	Develop and maintain the effectiveness of the IT working environment
	P.Jones
	8/4/2000

	308
	Develop your own effectiveness and professionalism


	
	


Optional Units

	305


	Design and produce documents using WP software
	
	

	306


	Design and produce spreadsheets
	
	

	311


	Design and use databases
	
	

	312


	Design and produce documents using graphics
	
	


Element achievement record — Example 3
Unit title:
Select & enable IT for use

Element:
301.1 Select and configure equipment for use

	Evidence

Index No
	Description of Evidence
	Performance Criteria


	Range
	Knowledge and Understanding

	
	
	a
	b
	c
	d
	e
	f
	g
	h
	1
	2
	3
	K1
	K2
	K3
	K4
	K5

	1
	Action Plan
	(
	(
	
	
	(
	
	
	
	(
	
	
	
	
	
	
	

	2
	Personal Statement
	(
	(
	
	
	(
	
	
	
	(
	
	
	
	
	
	
	

	3
	Copy of Legislation
	
	
	(
	(
	
	
	
	
	
	
	(
	
	
	
	
	

	5
	Record of Questions & Answers
	(
	(
	(
	
	(
	
	
	
	(
	(
	(
	
	
	
	
	

	6
	Log of Configuration Details
	
	
	
	
	
	(
	(
	(
	
	(
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	23
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Candidate’s signature
	
	Date
	

	
	
	

	Assessor’s signature
	
	Date
	

	
	
	

	Internal verifier’s signature
	
	Date
	


Personal statement — Example 4
	Date
	Evidence 

index number
	Details of statement
	Links to other evidence 

(enter numbers)
	Units, Elements, PC, and Range

covered

	4/4/00


	1


	Statement that I know and understand customer requirements. Names of customer and software and hardware requirements in portfolio.

Statements that I understand how to set up, equipment, configure software that met customer requirements. Details of equipment and software with dates are listed in portfolio.
	1
	301.1.a,b,e

Range 1




	Candidate’s signature
	Anne Thomas
	Date
	2/4/2011


Observation Record — Example 5
	Unit/Element(s)
	(301) Select and Enable IT for Use

	Candidate 
	Anne Thomas

	Evidence index number 
	8

	Date of observation
	28/4/2011


	Skills/activities observed
	PC covered

	Saving and storing files


	Element 301.3 

PC: a-f

Range: materials (consumables, removable storage media), regulations (current legislation, manufacturer’s instructions, organisational procedures), system (application software, hardware, system software).


	Knowledge and understanding apparent from this observation

	Candidate can save and organise files. She can delete unwanted files and can shut down system according to organisation’s procedures and manufacturer’s instructions.




	Other Units/Elements to which this evidence may contribute

	302.1.b,c Range 1,3




	Assessor comments and feedback to candidate

	


I can confirm the candidate’s performance was satisfactory.

	Assessor’s signature 
	Peter Jones
	Date
	28/4/2011

	
	
	
	

	Candidate’s signature
	Anne Thomas
	Date
	28/4/2011


Witness testimony — Example 6
	SVQ title and level
	Using IT level 3

	Candidate name
	Anne Thomas

	Evidence index no
	4

	Where applicable, evidence 

number to which this testimony

relates
	

	Element(s)
	301.2

	Range
	1

	Date of evidence
	8/4/2000

	Witness name
	Ian Cummings

	Designation/relationship to candidate
	Line manager

	Details of testimony
	I can attest that I observed Anne Thomas following company and national regulations in the use of software. She understands and has knowledge of these regulations and I observed her following them when selecting and configuring software.




I can confirm the candidate’s performance was satisfactory.

	Witness’s signature
	Ian Cummings
	Date
	8/4/2011


Witness (please tick the appropriate box):

 FORMCHECKBOX 

Holds A1/A2 or D32/D33 qualifications
 FORMCHECKBOX 

Is familiar with the SVQ standards to which the candidate is working

Record of questions and candidate’s answers — Example 7
	Unit
	301 Select and enable IT for use

	Element(s)
	1

	Evidence index number
	5

	Circumstances of assessment

	As part of the staff induction scheme IT staff are regularly interviewed and asked about their knowledge and skills. Anne Thomas was interviewed on the 21 March 2011 and below is a summary of the interview where it relates to her knowledge of resources and problem solving.



	List of questions and candidate’s responses

	Q
	If a member of staff asked you for a particular piece of equipment, what procedures would you follow?

	A
	I would ensure that a hardware requisition form has been filled out with the rational for needing such equipment, countersigned by their line and general managers. If approved, next step would be to ask the member of staff if they need specific training. Pc 301.1.a, b, e and Range 1, 2, 3.

	Q
	You discover that a member of staff has installed a piece of software on their workstation PC. What do you do?

	A
	If they installed it themselves then this is a serious breach of company regulations and I would inform the IT manager. I would then remove the software. Pc 301.1.c and Range 2, 3.


	Assessor’s signature
	Davinder Singh
	Date
	21/3/2011

	
	
	
	

	Candidate’s signature
	Anne Thomas
	Date
	21/3/2011


Section 3 — The Units and recording documents for your SVQ 

Unit progress record 

	Qualification and level
	Facilities Services level 2

	Candidate name
	


To achieve the whole qualification, you must prove competence in all three mandatory Units plus any three optional Units.

Please note the table below shows the SSC identification codes listed alongside the corresponding SQA Unit numbers. It is important that the SQA Unit numbers are used in all your recording documentation and when your results are communicated to SQA. SSC identification codes are not valid in these instances.

Unit Checklist — circle the reference number of each Unit as you complete it.

	Mandatory
	PC201
	PC202
	PC217

	Optional
	PC203
	PC204
	PC206
	PC207
	PC208
	PC209

	
	PC210
	PC212
	PC213
	PC214
	PC215
	PC218


Mandatory Units — all Units should be completed
	SQA

Unit Number
	SSC 

Unit Number
	Title
	Assessor
	Internal Verifier
	Date

	F470 04
	PC201
	Make Sure Your Own Actions Reduce Risks to Health and Safety (ENTO)
	
	
	

	FG7T 04
	PC202
	Promote and Maintain Services Delivery in a Facilities Services Environment
	
	
	

	FE21 04
	PC217
	Recognise and Deal with Customer Queries, Requests and Problems (ICS)
	
	
	


Optional Units — candidates must achieve three of the following Units
	SQA

Unit Number
	SSC 

Unit Number
	Title
	Assessor
	Internal Verifier
	Date

	FG7V 04
	PC204
	Support the Work of a Team and Develop Yourself
	
	
	

	FG7W 04
	PC203
	Contribute to the Effectiveness and Efficiency of Premises
	
	
	

	FG7X 04
	PC206
	Control the Use of Equipment and Materials in a Facilities Services Environment
	
	
	

	FG7Y 04
	PC207
	Maintain Grounds 
	
	
	

	FG80 04
	PC208
	Maintain Site Security and Safety
	
	
	

	FG81 04
	PC209
	Control the Use of Premises by Customers and Contractors
	
	
	

	FG82 04
	PC210
	Work Safely at Heights (PSSL)
	
	
	

	F4R1 04
	PC212
	Carry Out Maintenance and Minor Repairs
	
	
	

	FG83 04
	PC213
	Operation Plant to Maintain the Quality of Pool Water (Skills Active)
	
	
	

	F4PN 04
	PC214
	Deal with Routine Waste
	
	
	

	F4R0 04
	PC215
	*Deal with Non-routine Waste
	
	
	

	F4PL 04
	PC218
	Clean and Maintain Internal Surfaces and Areas
	
	
	


*If this Unit is selected ‘Deal with Routine Waste’ must also be taken.

Glossary of terms

	Advisor
	A person who carries out, either singly or in combination, the functions of advising a candidate, collecting evidence of his or her competence on behalf of the assessor and authenticating the work candidates have undertaken. A mentor might also provide witness testimony.


	Assessment
	The process of generating and collecting evidence of a candidate’s performance and judging that evidence against defined criteria.


	Authentication
	The process by which an advisor or assessor confirms that an assessment has been undertaken by a candidate and that all regulations governing the assessment have been observed.


	Candidate
	The person enrolling for an SQA qualification.


	Centre
	The college, training organisation or workplace where SQA qualifications are delivered and assessed.


	Element of competence
	Statements which define the products of learning. The statements describe the activities that the candidate needs to perform in order to achieve the Unit. They contain Performance Criteria and sometimes statements on Range and evidence. (see Outcome).


	Evidence
	Materials the candidate has to provide as proof of his or her competence against specified Performance Criteria.


	Evidence Requirements
	Specify the evidence that must be gathered to show that the candidate has met the standards laid down in the Performance Criteria.


	External verifier
	The person appointed by the SQA who is responsible for the quality assurance of a centre’s provision. An External Verifier is often appointed on a subject area basis or for cognate groups of Units.


	Instrument of assessment
	A means of generating evidence of the candidate’s performance.


	Internal verifier
	The person appointed from within the centre who ensures that assessors apply the standards uniformly and consistently.


	Observation
	A means of assessment in which the candidate is observed carrying out tasks that reflect the Performance Criteria given in Outcomes.



	Outcome
	Statement which defines the products of learning. They describe the activities the candidate has to perform to achieve the Unit, and contain Performance Criteria and sometimes, statements on Range and evidence (see Elements of Competence).


	Performance Criteria
	Statements which describe the standard to which candidates must perform the activities which are stated in the Outcome.


	Portfolio
	A compilation of evidence which can form the basis for assessment. The portfolio is commonly used in SVQ awards and in alternative routes to assessment such as APL and credit transfer.


	Product evaluation
	A means of assessment which enables the quality of a product produced by the candidate, rather than the process of producing it, to be evaluated.


	Range/Scope
	A statement in the Unit which specifies the different contexts in which the activities described in the Outcome have to be demonstrated. Where they appear, Range/Scope Statements are mandatory.



Units for the SVQ in Facilities Services level 2
Unit PC2 01 (F470 04)
Make Sure Your Own Actions Reduce Risks to Health and Safety (ENTO HSS1)
Unit Summary

This Unit is for everyone at work (whether paid, unpaid, full or part-time, or working alone). It is about having an appreciation of significant risks in your workplace, knowing how to identify and deal with them.

This Unit is about the health and safety responsibilities for everyone in your workplace. It describes the competences required to make sure that:

· Your own actions do not create any health and safety hazards.

· You do not ignore significant risks in your workplace.

· You take sensible action to put things right, including: reporting situations which pose a danger to people in the workplace and seeking advice.

Fundamental to this Unit is an understanding of the terms ‘hazard’, ‘risk’ and ‘control’.

Unit PC2 01 (F470 04)
Make Sure Your Own Actions Reduce Risks to Health and Safety (ENTO HSS1)
	Performance Criteria

You must:

Identify the hazards and evaluate the risks in your workplace:

1
Identify which workplace instructions are relevant to your job.

2
Identify those working practices in your job which could harm you or others.

3
Identify those aspects of your workplace which could harm you or others.

4
Check which of the potentially harmful working practices and aspects of your workplace present the highest risks to you or to others.

5
Deal with hazards in accordance with workplace instructions and legal requirements.

6
Correctly name and locate the people responsible for health and safety in your workplace.

7
Report to the people responsible for health and safety in your workplace those hazards which present the highest risks.

Reduce the risks to health and safety in your workplace:

8
Carry out your work in accordance with your level of competence, workplace instructions, suppliers or manufacturer’s instructions and legal requirements.

9
Control those health and safety risks within your capability and job responsibilities.

10
Pass on suggestions for reducing risks to health and safety to the responsible people.

11
Make sure your behaviour does not endanger the health and safety of you or others in your workplace.


	12
Follow the workplace instructions and suppliers’ or manufacturers’ instructions for the safe use of equipment, materials and products.

13
Report any differences between workplace instructions and suppliers’ or manufacturers’ instructions.

14
Make sure that your personal presentation and behaviour at work:

· protects the health and safety of you and others,

· meets any legal responsibilities, and

· is in accordance with workplace instructions.

15
Make sure you follow environmentally-friendly working practices.


Unit PC2 01 (F470 04)
Make Sure Your Own Actions Reduce Risks to Health and Safety (ENTO HSS1)
	Knowledge and Understanding for this Unit

You must know and understand:

(a)
What ‘hazards’ and ‘risks’ are.

(b)
Your responsibilities and legal duties for health and safety in the workplace.

(c)
Your responsibilities for health and safety as required by the law covering your job role.

(d)
The hazards which exist in your workplace and the safe working practices which you must follow.

(e)
The particular health and safety hazards which may be present in your own job and the precautions you must take.

(f)
The importance of remaining alert to the presence of hazards in the whole workplace.

(g)
The importance of dealing with, or promptly reporting risks.

(h)
The responsibilities for health and safety in your job description.

(i)
The safe working practices for your own job, including lone working.

(j)
The responsible people you should report health and safety matters to.

(k)
Where and when to get additional health and safety assistance.

(l)
Your scope and responsibility for controlling risks.

(m)
Workplace instructions for managing risks which you are unable to deal with.

(n)
Suppliers’ and manufacturers' instructions for the safe use of equipment, materials and products which you must follow.

(o)
The importance of personal presentation in maintaining health and safety in your workplace.

(p)
The importance of personal behaviour in maintaining the health and safety of you and others.

(q)   The risks to the environment which may be present in your workplace and/or in your own job.


Unit PC2 01 (F470 04)
Make Sure Your Own Actions Reduce Risks to Health and Safety (ENTO HSS1)
	
	
	Performance Criteria
	Knowledge and Understanding for this Unit
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	 Description of Evidence
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Unit PC2 01 (F470 04)
Make Sure Your Own Actions Reduce Risks to Health and Safety (ENTO HSS1)
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 02 (FG7T 04) 
Promote and Maintain Service Delivery in a Facilities Services Environment

Unit Summary

This Unit is about being a good employee and presenting a positive image of your organisation to customers and others. When carrying out your role you will need to handle information correctly and communicate effectively with others.

This Unit is about understanding the industry you work in and being aware of the importance of your role within the organisation.
Unit PC2 02 (FG7T 04) 
Promote and Maintain Service Delivery in a Facilities Services Environment

	Performance Criteria

You must be able to do the following:

1
Make sure your appearance, behaviour and personal hygiene meet your employer’s standards.

2
Wear appropriate personal protective clothing when necessary.

3
Choose equipment, materials and work methods that are right for the job you have to do.

4
Prepare, carry out and complete the job you have to do according to work schedules, dealing correctly with any problems you may have.

5
Respond promptly and positively to information that other people give you.

6
Make sure confidential information is only available to the people who are authorised to have it.

7
Provide up-to-date, relevant and accurate information to other people in a way that is suitable for their needs.

8
Report to the appropriate person any problems that you cannot deal with yourself.

9
Make sure the quality of your work meets organisational standards.

10
Return the equipment and materials you have used to the correct area and make sure they are safe and secure.

11
Identify opportunities for improvements to services and promptly pass these on to your line manager.

12
Record information accurately and in a way that someone else will be able to understand.

13
Maintain and store information in a good condition and in the right place.


	Knowledge Criteria

You must know and understand the following:

(a)
The role of property, caretaking and facilities services and the contribution they make to the core business.
(b)
The range of property, caretaking and facilities services offered by the organisation.
(c)
The difference between ‘hard’ and ‘soft’ services.
(d)
The organisation’s mission or value statement.
(e)
The environmental impact of property, caretaking and facilities services.
(f)
Your role in the organisation and the contribution you can make to achieving the organisation’s objectives.
(g)
The standard of appearance, behaviour and personal hygiene that your employer expects.
(h)
Why it is important to wear personal protective clothing when necessary and for customers, members of the public and colleagues to see you wearing it.
(i)
Other services that your organisation can provide to customers and how to identify when there is a need for these.
(j)
Your work schedules and why you have to keep to them.
(k)
Why it is important to prepare, carry out and complete the job according to the specification and what might happen if you do not.
(l)
Why you should report to your line manager any problems you cannot sort out for yourself.
(m)
Why it is important to check the quality of your work as you go along.
(n)
The emergency procedures for your workplace.
(o)
Why equipment and materials should be kept safe and secure.
(p)
Why it is important to deal with feedback politely.



Unit PC2 02 (FG7T 04) 
Promote and Maintain Service Delivery in a Facilities Services Environment

	Knowledge Criteria (Cont)
You must know and understand the following:

(q)
How to communicate in a way that gives them confidence and encourages others to be co-operative.

(r)
The types of information that could be of benefit to your organisation, why you should pass it on and to whom.

(s)
How to provide information in a way that is accurate, up-to-date and suitable for the people receiving it.

(t)
Why you should record information accurately and in a way that someone else can understand.

(u)
The proper procedures for storing information safely and in good condition.

(v)
The importance of maintaining quality standards in your work.


	


Unit PC2 02 (FG7T 04) 
Promote and Maintain Service Delivery in a Facilities Services Environment

	
	
	Performance Criteria
	Knowledge Criteria
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	Description of Evidence
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Unit PC2 02 (FG7T 04) 
Promote and Maintain Service Delivery in a Facilities Services Environment

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 17 (FE21 4)
Recognise and Deal with Customer Queries, Requests and Problems 
(ICS Unit C1)
Unit Summary

This Unit is part of the Customer Service Theme of Handling Problems. This theme covers the behaviours, processes and approaches that are most effective when handling customer service problems. Remember that customers include everyone you provide a service to. They may be

external to your organisation or they may be internal customers.

No matter how good you are at providing consistent and reliable customer service, some of your customers will from time to time expect more. They can signal this in various ways and when they do you must know how to handle it. Sometimes customers ask different questions and request special treatment. You may be able to help them yourself and you certainly need to know who to ask for help if necessary. Some customers may be dissatisfied with the service and may present a problem. Your job is to recognise that there is a problem and make sure that the appropriate person deals with it.

Unit PC2 17 (FE21 04)
Recognise and Deal with Customer Queries, Requests and Problems 
(ICS Unit C1)
	Customer service standard

When you recognise and deal with customer queries, requests and problems you must consistently:

Recognise and deal with customer queries and requests

1
Deal with queries and requests from customers in a positive and professional way.

2
Seek information or help from a colleague if you cannot answer your customer’s query or request.

3
Obtain help from a colleague if you are not able to deal with your customer’s request.

4
Always tell your customer what is happening.

Recognise and deal with customer problems

5
Recognise when something is a problem from the customer’s point of view.

6
Do not say or do anything which may make the problem worse.

7
Deal with a difficult customer calmly and confidently.

8
Recognise when to pass a problem on to an appropriate colleague.

9
Pass the problem on to your colleague with the appropriate information.

10
Check that the customer knows what is happening.
	Knowledge and Understanding

To be competent at recognising and dealing with customer queries,

requests and problems, you must know and understand:

(a) Who in the organisation is able to give help and information.

(b) Limits of what they are allowed to do.

(c) What professional behaviour is.

(d) How to speak to people who are dissatisfied.

(e) How to deal with difficult people.

(f) What customers normally expect

(g) How to recognise a problem from what a customer says or does.

(h) What kinds of behaviours/actions would make situations worse.

(i) The organisational procedures you must follow when you deal with problems or complaints.

(j) Understand the types of behaviour that may make a problem worse.


Unit PC2 17 (FE21 04)
Recognise and Deal with Customer Queries, Requests and Problems 
(ICS Unit C1)
	
	
	Customer service standard
	Knowledge and Understanding

	
	
	Recognise and deal with 
customer queries and requests
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customer problems
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Unit PC2 17 (FE21 04)
Recognise and Deal with Customer Queries, Requests and Problems 
(ICS Unit C1)
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 03 (FG7W 04) 
Contribute to the Effectiveness and Efficiency of Premises
Unit Summary

This Unit is about making sure that essential features of the premises are operating in an effective and efficient way. This Unit covers the operation of the building fabric, fixtures and fittings. It is also about making sure that utilities such as water and fuel are working and systems such as those for heating, including boilers and thermostats are operating as they should. Systems could be mechanical or automated, electronic systems.
Unit PC2 03 (FG7W 04) 
Contribute to the Effectiveness and Efficiency of Premises

	Performance Criteria

You must be able to do the following:

1
Inspect the condition of the premises in accordance with the instructions you are given.

2
Actively seek opportunities for improving the condition of the premises.

3
Promptly report any problems that are likely to affect the safety and use of the premises.

4
Identify the need for reactive maintenance work or repair(s) to be undertaken and take the appropriate action within the limits of your authority and competence.

5
Keep accurate records of the outcomes of monitoring and inspection and pass them on promptly to the right person.

6
Monitor the use of facilities at intervals agreed with your organisation.

7
Identify any significant changes in the premises use and the possible reasons for these changes.

8
Take action to conserve utilities and within the limits of your own authority encourage others to do the same.

9
Pass on to your line manager recommendations for improvements in the use of facilities.

10
Keep accurate records of the use of utilities and pass them on promptly to the right person.

11
Use approved safe working practices throughout.

12
Monitor temperature and system programme times accurately and at appropriate intervals.

13
Where possible, and within the limits of your own competence, make any basic adjustments that are necessary to maintain the required level of performance of systems.

14
Complete all necessary records promptly and accurately.
	Knowledge Criteria

You must know and understand the following:

(a)
The records that have to be kept, the importance of completing them and to whom they need to be passed.

(b)
Why it is important to report faults and problems promptly, and the person(s) to whom they must be reported.

(c)
What your instructions are regarding inspections, and the possible consequences of failing to carry out instructions.

(d)
Ways in which the outcomes of inspections can be of help when searching for improvement opportunities.

(e)
How to identify areas for improvements.

(f)
How to identify signs of pest infestation and to whom to report this.

(g)
Why it is important to support suggestions for improvements with valid reasons.

(h)
The types of problems that could arise and the ways in which they could affect the safety and use of the premises.

(i)
The limits of your authority and competence regarding maintenance and repairs.

(j)
The type of situations which require maintenance and repair to be undertaken, when you can deal with these yourself and when you should report them to others.

(k)
The methods used to monitor the use of the different utilities, and when this must be done.

(l)
The situations that can cause changes in the amounts of utilities used, and what constitutes a ‘significant’ change.

(m)
Ways of conserving utilities and the benefits of conserving them.

(n)
How best to encourage others to conserve utilities.

(o)
Examples of improvements in the use of utilities that could be of benefit to the premises.


Unit PC2 03 (FG7W 04) 
Contribute to the Effectiveness and Efficiency of Premises
	Knowledge Criteria (Cont)

You must know and understand the following:

(p)
The records that have to be kept, the importance of completing them accurately and who they need to be passed on to.

(q)
The importance of following written instructions when operating systems, and where these instructions can be found.

(r)
What the required levels of performance are and the situations that are likely to result in changes to these requirements.

(s)
How to monitor the temperature and programme times of building systems and when it is appropriate to monitor.

(t)
The type of adjustments that may be needed to maintain the required level of performance, and who is responsible for making them.

(u)
Types of faults that could occur in the heating systems and how to recognise that there is a fault.

(v)
When to report faults, deal with them yourself or order repairs.

(w)
Why it is important to use approved safe working practices throughout, what these practices are and the possible consequences of failing to use them.

(x)
The different types of building management system.


Unit PC2 03 (FG7W 04) 
Contribute to the Effectiveness and Efficiency of Premises
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	c
	d
	e
	f
	g
	h
	i
	j
	k
	l
	m
	n
	o
	p
	q
	r
	s
	t
	u
	v
	w
	x

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit PC2 03 (FG7W 04) 
Contribute to the Effectiveness and Efficiency of Premises
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 04 (FG7V 04) 
Support the Work of a Team and Develop Yourself
Unit Summary

This Unit is about working well as a member of a team, helping new and existing staff and developing yourself in the job you do, or getting

ready for new responsibilities.

In supporting the work of a team you will need to maintain good relationships with others such as your line manager and other colleagues. In doing so you will develop yourself by learning from working with more experienced colleagues; you can also develop yourself by taking part in training programmes.

Unit PC2 04 (FG7V 04) 
Support the Work of a Team and Develop Yourself
	Performance Criteria

You must be able to do the following:

1
Deal with requests from other people promptly.

2
Ask for help from other people when you need it.

3
Agree with other team members how to share work in a way that helps the team to work effectively.

4
Handle disagreements with other people in a way that does not harm the work of the team or the reputation of the organisation.

5
Report to your line manager disagreements with other people that you are not able to resolve.

6
Welcome new staff to the workplace and, where appropriate, show them all the facilities they need to know about.

7
Where appropriate, clearly explain to other team members the basic work routines and the procedures that apply to your workplace.

8
Within the limits of your own authority show new staff how to do any jobs they may not be familiar with.

9
Provide help to other members of the team as appropriate and within the limits of your job role.

10
Make constructive contributions to work-related discussions.

11
Ask for and use feedback on your performance from your line manager and other colleagues.

12
Take steps to develop yourself in partnership with your line manager.
	Knowledge Criteria

You must know and understand the following:

(a)
The importance of effective team work to yourself, your colleagues and the organisation you work for.

(b)
The importance of dealing with requests from other members of staff promptly.

(c)
Types of information that other members of staff may need.

(d)
Types of help you may need from other members of staff and why it is important to ask for it promptly.

(e)
How to share work with other members of the team to achieve better results.

(f)
Types of disagreements that could happen with other members of staff and why it is important that you do not let these disagreements harm the work of the team.

(g)
Why you should report to your line manager disagreements that you cannot handle.

(h)
Situations where you should report disagreements to a manager other than your line manager.

(i)
Why it is important to help new staff to settle in and what might happen if you do not.

(j)
How to make new staff feel welcome.

(k)
The basic work routines and procedures that apply to your workplace and how to explain them clearly to someone new.

(l)
Jobs that new members of staff might not be familiar with and how to show them how to carry these out.

(m)
The limits of your own authority for helping and supporting staff.

(n)
Why it is important to encourage other staff to think about their jobs and the skills they have.

(o)
What are constructive contributions to work-related discussions and why it is important to make them when appropriate.




Unit PC2 04 (FG7V 04) 
Support the Work of a Team and Develop Yourself
	Knowledge Criteria (Cont)

You must know and understand the following:

(p)
The importance of continuing to develop yourself in your job role.

(q)
Why it is important to ask for feedback from your line manager and colleagues on your performance and how to do this.

(r)
How to use this feedback to develop yourself further.

(s)
The career pathways and qualifications available within the sector.


Unit PC2 04 (FG7V 04) 
Support the Work of a Team and Develop Yourself
	
	
	Performance Criteria
	Knowledge Criteria

	 No
	 Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	a
	b
	c
	d
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	h
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	k
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	m
	n
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	p
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	r
	s

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit PC2 04 (FG7V 04) 
Support the Work of a Team and Develop Yourself
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 06 (FG7X 04) 
Control the Use of Equipment and Materials in a Facilities Services Environment
Unit Summary

This Unit is about making sure you have the appropriate tools, equipment and materials to carry out safely the current and anticipated work, and that these resources are used properly.

It involves monitoring, ordering and storing resources as well as ensuring their safe and efficient use.

The resources used for the job could include tools, such as brushes and repair tools, equipment such as ladders or powered equipment, and materials such as those used for cleaning or building maintenance.

Unit PC2 06 (FG7X 04) 
Control the Use of Equipment and Materials in a Facilities Services Environment
	Performance Criteria

You must be able to do the following:

1
Correctly identify the type and amount of resources you need in order to carry out your job.

2
Wear appropriate personal protective clothing when necessary.

3
At appropriate intervals monitor levels of resources needed for your work.

4
Maintain resource levels according to workplace procedures including those for ordering resources.

5
Handle and store resources securely and in accordance with their nature and characteristic.

6
Keep accurate records of resources issued from storage, and of waste disposal.

7
Make sure you have the necessary authority and training to use the resources that are needed for you to do your work.

8
Use resources for their approved purposes only whilst minimising wastage.

9
Prepare and use resources in accordance with health and safety requirements and the requirements of your organisation.

10
Carry out routine maintenance of resources in accordance with manufacturers’ instructions.

11
Dispose of unwanted resources safely according to organisational procedures and manufacturers’ instructions.

12
Return unused and reusable resources to the appropriate place(s) promptly.
	Knowledge Criteria

You must know and understand the following:

(a)
What the relevant health, safety and organisational requirements are regarding the preparation and use of resources, and the possible consequences of failing to comply with these requirements.

(b)
The purpose(s) for which different types of resources are needed within your job role.

(c)
How to monitor resource levels, why and when it is appropriate to do so.

(d)
What are the approved procedures for maintaining resource levels, and why it is important that these are followed.

(e)
How the nature and characteristics of different types of resources affect the way in which they are handled and stored.

(f)
Why it is important that resources should be handled and stored correctly.

(g)
The appropriate personal protective equipment to wear when handling different types of resources.

(h)
Why it is important to keep accurate records of resources issued, and their format.

(i)
How to record the waste and waste transfer and why this is important.

(j)
The purpose(s) for which resources should be used.

(k)
Which resources require authorisation for use, and the possible consequences of using them without authorisation.

(l)
How to maximise the use of resources and reduce wastage.

(m)
The benefits of routine maintenance of resources, and from where to get manufacturers’ maintenance instructions.

(n)
How and where unwanted resources should be disposed of.

(o)
Why it is important to return unused and reusable resources to the right place(s), and where these places are.


 Unit PC2 06 (FG7X 04) 
Control the Use of Equipment and Materials in a Facilities Services Environment
	
	
	Performance Criteria
	Knowledge Criteria

	 No
	 Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	a
	b
	c
	d
	e
	f
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	h
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Unit PC2 06 (FG7X 04) 
Control the Use of Equipment and Materials in a Facilities Services Environment
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 07 (FG7Y 04) 
Maintain Grounds 
Unit Summary

This Unit is about working outside to maintain grounds. It is about tending a range of different areas associated with the premises and could include gardens, hard surfaces such as play areas, artificial sports pitches, gullies and grassed areas. It is also relevant to other areas such as courtyards and car parks, for example.

Unit PC2 07 (FG7Y 04) 
Maintain Grounds 
	Performance Criteria

You must be able to do the following:

1
Carry out maintenance when the weather and ground conditions are suitable.

2
Choose the hand tools and equipment that are most appropriate for the task.

3
Make sure you wear the necessary personal protective equipment required by your work instructions.

4
Where appropriate, promote the health of plants and grass through the use of appropriate maintenance methods.

5
Minimise damage and any other negative environmental impact when maintaining grounds.

6
Clear any unwanted debris from the area.

7
Identify the nature of the debris or litter, including hazardous items such as sharps.

8
Dispose of unwanted debris and litter appropriately.

9
Report promptly and to the right person, problems affecting the maintenance of the area.

10
Where appropriate, report hazardous items to the relevant person, or seek advice on their removal and disposal.

11
Use the appropriate methods for removing debris and litter from the ground surface.

12
Ensure on completion of work that the area meets the requirements of the specification.
	Knowledge Criteria

You must know and understand the following:

(a)
What the relevant health, safety and organisational requirements are regarding the preparation and use of resources, and the possible consequences of failing to comply with these requirements.

(b)
Why it is important to only carry out maintenance when the weather and ground conditions are suitable.

(c)
The type of weather and ground conditions that are suitable for conducting grounds maintenance, and those that are not.

(d)
The procedures for carrying out work in inclement weather.

(e)
The tools and equipment available for use and which are the most appropriate for the work.

(f)
The required personal protective equipment (PPE) and why it is important to wear it.

(g)
Where appropriate, the methods that need to be used to promote healthy growth in the plants and grass you are maintaining.

(h)
How and where unwanted debris and litter should be disposed of.

(i)
The types of domestic litter, vegetation, sharps and body emissions that may have to be removed from grounds.

(j)
Why it is important to correctly identify the nature of the debris and litter.

(k)
The appropriate methods for removing different types of debris and litter.

(l)
To whom to address queries regarding the safe disposal of sharps and other hazardous material.

(m)
What the requirements are regarding the segregation of litter, why these must be adhered to, and the possible consequences of failing to adhere to them.

(n)
The collection point(s) to which litter containers must be transferred.


 Unit PC2 07 (FG7Y 04) 
Maintain Grounds 
	
	
	Performance Criteria
	Knowledge Criteria

	 No
	Description of Evidence
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Unit PC2 07 (FG7Y 04) 
Maintain Grounds 
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 08 (FG80 04) 
Maintain Site Security and Safety
Unit Summary

This Unit is about the use of established systems and procedures for maintaining the security and safety of the premises. It is about identifying and making sure that the necessary checks are carried out, and dealing with security breaches.

Security monitoring also includes the regular checking of equipment such as fire and security systems and intruder systems to ensure that emergency systems and equipment are safe and fully operational.

Unit PC2 08 (FG80 04) 
Maintain Site Security and Safety
	Performance Criteria

You must be able to do the following:

1
Follow the instructions you are given regarding when and where security monitoring is to be carried out.

2
Take all necessary precautions to minimise risk to yourself during security monitoring.

3
Liaise effectively with others who are involved in maintaining site security.

4
Carry out the necessary checks on security and emergency equipment according to manufacturers’ instructions and legislative requirements.

5
Identify any breaches of security.

6
Where appropriate, report breaches of security to the relevant person(s) at the earliest opportunity.

7
Where appropriate, report equipment malfunction to the appropriate person promptly.

8
Take appropriate action to address security and safety issues, within the limits of your responsibility and competence.

9
Keep accurate records of the outcomes of safety and security monitoring, and store them appropriately.
	Knowledge Criteria

You must know and understand the following:

(a) 
The types of breaches of security that could arise.

(b) 
Your own limits of authority for rectifying breaches of security, and how to rectify them.

(c) 
The person(s) to whom any breaches should be reported and the possible consequences of failing to report them.

(d) 
Why it is important to keep accurate records, what the records should contain, and where they should be stored.

(e) 
What your instructions are for security monitoring and why it is important that they must be followed correctly.

(f) 
The precautions that must be taken to protect yourself during security monitoring and the possible consequences of failing to take them.

(g)
The equipment checks for which you have responsibility.

(h) 
The necessary checks to carry out on security and emergency equipment and the regularity with which these must be done.

(i) 
How to recognise malfunctions and/or damage to equipment.

(j) 
Who else is involved in maintaining site security and why it is important to liaise with them.

(k) 
What the organisation’s requirements are in terms of security monitoring.

(l) 
How equipment malfunctions should be reported and the possible consequences of failing to report them.

(m) 
Your legal responsibilities when maintaining site security and safety.


 Unit PC2 08 (FG80 04) 
Maintain Site Security and Safety
	
	
	Performance Criteria
	Knowledge Criteria

	 No
	Description of Evidence
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Unit PC2 08 (FG80 04) 
Maintain Site Security and Safety
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 09 (FG81 04) 
Control the Use of Premises by Customers and Contractors
Unit Summary

This Unit is about the essential aspects of the role when customers and contractors are involved in using the premises and facilities. It includes monitoring attendance, conduct and site health and Safety requirements by observing entry, exit and on-site movements. It is also about reporting to others issues which are outside your own area of responsibility or competence.

Unit PC2 09 (FG81 04) 
Control the Use of Premises by Customers and Contractors
	Performance Criteria

You must be able to do the following:

1
Find out and confirm what the customer requirements are for the use of premises and facilities.

2
Confirm that the required premises and facilities are available and are suitable for their intended use.

3
Prepare the premises and facilities as required.

4
Organise access, security and health and safety arrangements in accordance with approved procedures.

5
Provide information to customers and contractors on emergency procedures and exit points.

6
Provide and monitor access to premises and facilities for approved contractors.

7
Respond appropriately and within the limits of your own authority, to customer needs during their use of the premises.

8
Check with the appropriate person that approvals have been granted for contractor activity.

9
Monitor contractor activities strictly in accordance with instructions from your line manager.

10
Follow approved procedures for dealing with any problems that arise during the use of premises and facilities.

11
Check that premises and facilities are left safe and secure after use.

12
Complete records accurately and pass them on to the appropriate person.

13
Provide feedback to your line manager on the outcomes of monitoring.
	Knowledge Criteria

You must know and understand the following:

(a)
The importance of confirming what the customer requirements are for the use of premises and facilities.

(b)
The factors that need to be taken into account when checking the availability and suitability of premises and facilities.

(c)
Customer needs during their use of the premises.

(d)
The limits of your own authority in responding to customer needs and requests.

(e)
The approved procedures that must be followed when organising access, security and health and safety arrangements.

(f)
What the customer’s requirements are for servicing the premises during their use.

(g)
The approvals required for different types of contractor activities and the importance of checking that they have been granted by the appropriate person(s).

(h)
The types of problems that can arise during the customer’s use of premises and facilities, and the procedures that must be used to deal with such problems.

(i)
The procedures to be followed in the event of an emergency and/or drill.

(j)
The location of emergency exits and emergency equipment and the importance of making customers and contractors aware of these.

(k)
The checks that must be carried out to ensure that premises and facilities are left safe and secure after use.

(l)
The records that have to be kept, the importance of completing them accurately, and who is authorised to access them.

(m)
The right access points and access arrangements for contractors.

(n)
What your instructions are for monitoring contractor activities and the possible consequences of failing to follow the instructions.


Unit PC2 09 (FG81 04) 
Control the Use of Premises by Customers and Contractors
	Knowledge Criteria (Cont)

You must be able to do the following:

(o)
What the expected standards are in terms of contractor attendance, conduct and adherence to site health and safety legislation.

(p)
The importance of giving accurate feedback to your line manager on the outcomes of monitoring.


Unit PC2 09 (FG81 04) 
Control the Use of Premises by Customers and Contractors
	
	
	Performance Criteria
	Knowledge Criteria

	 No
	Description of Evidence
	1
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Unit PC2 09 (FG81 04) 
Control the Use of Premises by Customers and Contractors
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 10 (FG82 04)
Work Safely at Height (PSSL) Unit 4.1.6
Unit Summary

This Unit is a tailored version of Unit 4.1.6 from the Port Operations suite of standards produced by Port Skills and Safety.

This Unit is about working safely at heights, inside or when working outside. It includes assessing the risks involved, taking all suitable precautions and following the correct procedures. This Unit is for you if you have completed the necessary training and hold the appropriate licenses to operate access equipment.

For the purposes of this Unit a height is defined as a place from which a person could be injured by falling, regardless of whether it is above, at or below ground level.

Who this Unit is for

This Unit applies to individuals who work at heights, including those working for example on gantries, ladders or similar structure from where there is a danger of falling.

Unit PC2 10 (FG82 04)
Work Safely at Height (PSSL) Unit 4.1.6
	Outcomes of effective performance —

what you must do

1
You undertake the work according to an agreed plan.

2
You assess correctly the risks associated with the task to be undertaken, taking into account the potential dangers of falling, of dropping tools and debris, the stability of ladders, the working area, any overhead cables and equipment, and other people in the vicinity.

3
You take proper precautions to address all risks identified.

4
You wear suitable personal protection equipment correctly, including, where relevant a full body harness, ensuring that these are in good condition and functioning properly.

5
You ensure that safety barriers are in-place around the working area.

6
You obtain a permit to work, where required, before working at heights.

7
You confirm that fall protection equipment is maintained and used properly.

8
You undertake all required pre-use checks, including ensuring that height access equipment is free from obvious defects before use.

9
You confirm that height access equipment is deployed, secured before operations and used correctly.

10
You maintain frequent communication with an identified colleague.

11
Work areas are left clean, tidy and free of obstructions.

12
You use and store all height access and personal protective equipment correctly.
	Behaviours which underpin effective performance —

how you must do it
1
Your personal activities and attitude in the workplace are designed to maintain the health and safety of yourself and others around you at all times.


 Unit PC2 10 (FG82 04)
Work Safely at Height (PSSL) Unit 4.1.6
	Knowledge and understanding — what you must know

General knowledge and understanding

1
You must know and understand your own individual responsibility relating to maintaining safe working practices and procedures when working at heights, and are aware of their link to health and safety legislation.

Industry specific knowledge and understanding

2
You know and understand the risks associated with working at heights, especially when carrying or handling objects, and how to control these risks.

3
You know and understand the precautions appropriate to minimising risks associated with working at heights.

4
You know and understand current employer/business guidance relevant to working at heights.

Organisational specific knowledge and understanding

5
You know and understand your organisation’s policies and procedures for preparing for, and working at heights.

6
You know and understand your organization’s procedures for using, cleaning and storing height access and personal protective equipment.

7
You know and understand how to operate your organisation’s fall protection equipment.

8
You know and understand the workplace policies and procedures relating to controlling risks to health and safety within your organisation.


Unit PC2 10 (FG82 04)
Work Safely at Height (PSSL) Unit 4.1.6
	
	
	Outcomes of effective performance — 

what you must do
	Behaviours which underpin effective performance — how you must do it

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
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Unit PC2 10 (FG82 04)
Work Safely at Height (PSSL) Unit 4.1.6
	
	
	Knowledge and understanding — what you must know

	
	
	General 
knowledge and understanding
	Industry specific 
knowledge and understanding
	Organisational specific 
knowledge and understanding

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
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Unit PC2 10 (FG82 04)
Work Safely at Height (PSSL) Unit 4.1.6
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 12 (F4R1 04) 
Carry Out Maintenance and Minor Repairs
Unit Summary

This Unit is about performing maintenance and minor repairs to items both within buildings and outside.

Carrying out such repairs and maintenance will involve the use of hand tools and equipment and working carefully to ensure that the area where the work has been carried out is still in keeping with the surrounding area. It is important that after repairs and maintenance have been carried out all items are functioning as they should.

Unit PC2 12 (F4R1 04) 
Carry Out Maintenance and Minor Repairs
	Performance Criteria

You must be able to do the following:

1
Ensure conditions are suitable to carry out maintenance and repairs.

2
Identify the items that need maintenance and repair and the work required.

3
Choose the hand tools and equipment that are most appropriate for the maintenance and repair that is needed.

4
Protect the immediate surrounding areas throughout the preparations and the work.

5
Use the appropriate method to prepare damaged areas or surfaces for repairs.

6
Use approved safe working practices throughout maintenance and repair, ensuring electrical supplies are safely isolated, where necessary.

7
Use the right techniques for achieving maintenance and repairs and make sure that your work does not have an adverse effect on the finished appearance of the items and surrounding area.

8
When replacing items check that replacements function in the same manner and operate safely.

9
Check that the area functions properly following maintenance and repair and that the appearance of the work area matches that of the immediate surrounding area, as far as is possible.

10
Report to the relevant person any maintenance and repair requirements that you are not competent to carry out or any cleaning that is required.

11
Clean tools thoroughly after use and return them and any unused materials to the right place.
	Knowledge Criteria

You must know and understand the following:

(a)
How weather and other site conditions (such as heat, snow, ice or mud) may influence the way you carry out your work.

(b)
Where maintenance and repair is required and how site conditions can affect your ability to carry out the work.

(c)
The type of maintenance and repair that is required and its extent.

(d)
The tools and equipment available for use and which are the most appropriate for the work.

(e)
Why it is important to protect the surrounding area and the most effective and appropriate method to do this.

(f)
The necessary preparatory work to carry out before conducting repairs and why it is important that this is done.

(g)
Approved, safe working practices for carrying out the work.

(h)
Suitable techniques for carrying out maintenance and repairs to ensure the appearance of the items and surrounding area remains intact.

(i)
The characteristics of items to be replaced and why it is important to retain them.

(j)
How to check that the items function correctly when maintenance and repair is finished and why this should be done.

(k)
Reporting procedures for any maintenance and repair that you are not competent to carry out.

(l)
The correct way to clean tools and equipment and why it is important to do this when you have finished using them.

(m)
The correct place to store tools and equipment and any unused materials.


Unit PC2 12 (F4R1 04) 
Carry Out Maintenance and Minor Repairs
	
	
	Performance Criteria
	Knowledge Criteria

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
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Unit PC2 12 (F4R1 04) 
Carry Out Maintenance and Minor Repairs
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 13 (FG83 04)
Operate Plant to Maintain the Quality of Pool Water (Skills Active Unit C25)
This Unit has the following Elements:

Element PC2 13.1   Start up and shut down plant

Element PC2 13.2   Maintain plant in working order

Element PC2 13.3   Ensure the quality of water

Unit Summary

This Unit is imported from Skills Active Unit C25.

This Unit is about operating swimming pool plant. The Unit covers start-up and shut-down, routine maintenance and ensuring that the water quality, clarity and temperature are safe and within the recommended ranges. The purpose of operating the plant could be to carry out routine maintenance to ensure:

· plant efficiency

· plant effectiveness

· plant economy

Target Group

The Unit is targeted at those who have had training and experience relevant to plant operation. The Unit is not for engineers who carry out more than routine maintenance.

Unit PC2 13 (FG83 04)
Operate Plant to Maintain the Quality of Pool Water (Skills Active Unit C25)
What we mean by some of the words used in this Unit.

Corrective action 


What the candidate should do when there are faults, alarms or variations in the operation of the plant.

Emergency action plan 

The written plan which has been developed by the facility to deal with any emergencies which may occur.

Guidelines 



Those developed by the manufacturer or professional or regulatory bodies and possibly adapted by the 





facility.

Health and safety legislation
Mainly the Health and Safety at Work Act but also other pieces of legislation or regulations which may be 




relevant to the plant, for example the Control of Substances Hazardous to Health regulations.

Maintenance schedule 

The manufacturer’s guidelines (possible adapted by the facility) for routine maintenance.

Normal operating procedures 
The procedures which have been developed by the facility to cover normal (non-emergency) working.

Plant effectiveness 


The plant’s ability to maintain optimum operating conditions — and quality as required.

Plant efficiency 


The plant’s ability to maintain water temperature and quality whilst using the minimum amount of energy 




under the circumstances.

Plant economy 


Maintaining the overall plant running costs to an acceptable level.

Responsible colleague 

The person with overall responsibility for the plant and the quality of the pool water — usually the line 





manager or supervisor.

Unit PC2 13 (FG83 04)
Operate Plant to Maintain the Quality of Pool Water (Skills Active Unit C25)

Element PC2 13.1   Start up and shut down plant
	What you must do

To meet the national standard, you must:

1
Make sure the systems are correctly set for start-up and shut-down.

2
Begin the start-up and shut-down sequences following the manufacturer’s instructions.

3
Monitor the systems for faults and alarms.

4
Take the correct action to deal with any faults and alarms promptly and according to guidelines.

5
Follow the emergency action plan in the event of any emergencies.

6
Complete all the necessary records accurately and legibly, and make them available to the responsible colleague when required.

7
Ensure plant operates within the recommended parameters and standards laid down by the manufacturer or installer and in accordance with nationally accepted guidelines.

8
Follow all relevant legislation and other safety requirements at all times.
	What you must cover

This Element covers the following types of:

Systems

1
Circulation (including pumps).

2
Filtration (including strainers and filters).

3
Disinfection (including storage and dosing tanks, pumps).

4
Heating (including calorifiers, heat exchangers).

5
Coagulation (including dosing tanks, pumps).

6
Pressure gauges.

7
Measuring (automatic dosing, testing).

8
Control (including calibration and control systems).

Records

1
Start up and shut down times.

2
Inlet and outlet pressures.

3
Water and air temperatures.

4
Results of chemical tests.

5
Variations from normal start-up and shut-down procedures.

6
Suggestions for improving normal operating procedures.

7
Chemical levels (bulk and day tank levels and gas pressures — where appropriate).


Unit PC2 13 (FG83 04)
Operate Plant to Maintain the Quality of Pool Water (Skills Active Unit C25)
Element PC2 13.1   Start up and shut down plant

	
	
	What you must do
	What you must cover

	
	
	
	Systems
	Records

	 No
	 Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	1
	2
	3
	4
	5
	6
	7
	8
	1
	2
	3
	4
	5
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Unit PC2 13 (FG83 04)
Operate Plant to Maintain the Quality of Pool Water (Skills Active Unit C25)

Element PC2 13.1   Start up and shut down plant

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 13 (FG83 04)
Operate Plant to Maintain the Quality of Pool Water (Skills Active Unit C25)
Element PC2 13.2   Maintain plant in working order
	What you must do

To meet the national standard, you must:

1
Carry out regular tests, visual and audible checks and routine maintenance according to the prescribed maintenance schedule and log sheet requirements.

2
Identify any items which need repair and report these to the responsible colleague.

3
Take the appropriate action when the normal operating procedures are not being met.

4
Log and report energy and water usage figures, taking appropriate action to deal with wasteful losses and leaks to maintain the efficiency and safety of the plant.

5
Monitor the alarms and respond to them following normal operating procedures and the emergency action plan.

6
Complete all the necessary records and make them available to the responsible colleague when required.

7
Follow all relevant legislation and meet recommended operating conditions at all times.
	What you must cover

This Element covers the following types of:

Tests and checks

1
rates of energy use

2
rates of flow

3
levels of pressure

4
levels of temperature

5
measuring and control

6
alarms

7
energy saving devices

8
levels of chemicals in storage and dosing tanks

Plant systems

1
filtration

2
disinfection

3
heating

4
pressure

5
measuring and control

Routine maintenance to ensure

1
plant efficiency

2
plant effectiveness

3
plant economy


Unit PC2 13 (FG83 04)
Operate Plant to Maintain the Quality of Pool Water (Skills Active Unit C25)
Element PC2 13.2   Maintain plant in working order

	
	
	What you must do
	What you must cover

	
	
	
	Tests and checks
	Plant systems
	Routine maintenance to ensure

	 No
	 Description of Evidence
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	4
	5
	6
	7
	1
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	4
	5
	6
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Unit PC2 13 (FG83 04)
Operate Plant to Maintain the Quality of Pool Water (Skills Active Unit C25)

Element PC2 13.2   Maintain plant in working order

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 13 (FG83 04)
Operate Plant to Maintain the Quality of Pool Water (Skills Active Unit C25)

Element PC2 13.3   Ensure the quality of water
	What you must do

To meet the national standard, you must:

1
Carry out the regular tests, monitoring and sensory inspections according to prescribed water test procedures.

2
Check the water clarity to ensure it remains in optimum condition.

3
Pay careful and ongoing attention to the alarms which monitor water quality.

4
Make sure that test equipment is free from contamination.

5
Take water samples in a way that conforms to normal operating procedures.

6
Take corrective action when normal operating procedures are not being met and in response to bacteriological test results. Remedial actions that may need to be taken in response to incidents including:

· faecal

· diarrhoeal

· vomit

· blood

· microbiological

7
Complete all the necessary records accurately and legibly, and make them available to the responsible colleague when required.

8
Follow all relevant legislation and other safety requirements at all times.
	What you must cover

This Element covers the following types of:

Tests and monitoring

1
pH

2
free and combined disinfectant levels

3
air and water temperatures

4
relative humidity

5
fresh water dilution

6
pool loading

7
plant running time

8
microbiological

Sensory inspections

1
water clarity

2
water quality

3
algae

4
foaming

5
dissolved particulate matter

6
scum lines

7
the cleanliness of the pool surround

Samples

1
the calibration of automatic controls

2
water balance

3
total dissolved solids

4
alkalinity

5
calcium hardness

6
bacteria


Unit PC2 13 (FG83 04)
Operate Plant to Maintain the Quality of Pool Water (Skills Active Unit C25)
Element PC2 13.3   Ensure the quality of water

	
	
	What you must do
	What you must cover

	
	
	
	Tests and monitoring
	Sensory inspections
	Samples

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
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	6
	7
	8
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Unit PC2 13 (FG83 04)
Operate Plant to Maintain the Quality of Pool Water (Skills Active Unit C25)

Element PC2 13.3   Ensure the quality of water

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 13 (FG83 04)
Operate Plant to Maintain the Quality of Pool Water (Skills Active Unit C25)
	What you must know and understand

To be competent in this unit, you must know and understand the following:

For the whole unit

1
The manufacturer’s instructions and the normal operating procedures for the plant.

2
The chemicals commonly used in pool plant, their effects and the hazards associated with them and the control measures that must be put in place to ensure safe use.

3
The emergency action plan for the plant.

4
The records concerning the operation of the plant which need to be kept up.

5
How to complete the necessary records.

6
Who is the responsible colleague to make records available to and report equipment needing repair.

7
The basic requirements of the Health and Safety at Work Act and COSHH regulations as they apply to the operation of plant.

Start up and shut down plant

8
The importance of following instructions for the operation of the plant.

9
How to set the systems in preparation for start up and shut down.

10
How to begin start up and shut down sequences.

11
How to monitor the plant operation during start up and shut down.

12
How to take corrective action when the normal operating procedures are not met during start up and shut down.

13
The faults and alarms which may occur during start up and shut down.
	Maintain plant in working order

14
The importance of maintaining plant in good working order.

15
The basic principles of filtration, disinfection, circulation, storage, boilers and heating equipment — and associated measuring and control equipment.

16
The requirements of the maintenance schedule and logsheets.

17
Normal rates of energy use and flow, levels of pressure and temperature.

18
How to carry out the routine tests and maintenance required.

19
How to calculate, monitor and record energy and water usage figures.

20
How to identify items needing repair and what to do when they are found.

21
How to identify when the plant is not running properly.

22
How to test alarms.

Ensure the quality of the water

23
The importance of maintaining the quality and temperature of the water.

24
The basic principles involved in maintaining water quality.

25
The tests and checks which need to be carried out in order to check the quality and temperature of the water and how to do so.

26
The remedial actions required for a range of chemical contaminants and biological releases into the pool.

27
The importance of uncontaminated test equipment and how to ensure equipment is not contaminated.

28
How to take the samples required.

29
The water temperatures which are appropriate for — a range of activities.

30
The types of corrective action to take when water quality and temperature does not meet standards.


Unit PC2 13 (FG83 04)
Operate Plant to Maintain the Quality of Pool Water (Skills Active Unit C25)

	
	
	What you must know and understand

	
	
	For the whole Unit
	Start up and shut down plant
	Maintain plant in working order
	Ensure the quality of water

	 No
	 Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24
	25
	26
	27
	28
	29
	30

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit PC2 13 (FG83 04)
Operate Plant to Maintain the Quality of Pool Water (Skills Active Unit C25)

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 14 (F4PN 04)
Deal with Routine Waste
This Unit has the following Elements:

Element PC2 14.1   Handle routine waste

Element PC2 14.2   Deal with waste containers

Unit Summary

This Unit is about handling waste and making sure that the waste collection and holding areas that you use are kept clean.

This Unit requires that you treat all waste carefully, ensuring that waste receptacles are handled according to instructions.

When handling waste, it is important to maintain personal hygiene in order to prevent health and safety risks to yourself and others and to prevent contamination of the work area.

Unit PC2 14 (F4PN 04)
Deal with Routine Waste
Element PC2 14.1   Handle routine waste
	Performance criteria
1
Prepare yourself and your working area so that you can do the job efficiently and safely.

2
Make sure you wear the necessary personal protective equipment required by your work instructions.

3
Identify different categories of waste and deal with them appropriately.

4
Check first with your supervisor, or follow standard instructions or procedures, before removing waste that you are unable to identify or that is hazardous.

5
Check that waste bags or receptacles are secure before handling.

6
Where waste is collected for transfer to a collection point, identify the waste that needs to be transferred.

7
Handle waste bags or receptacles as instructed to secure your own safety and that of others, and to make sure bags or receptacles are not damaged by handling.

8
When you have finished moving waste, check that the bag or receptacle is not broken or damaged, taking the appropriate action to put this right.

9
Maintain personal hygiene when carrying out your work.
	Knowledge criteria
(a)
The procedures for preparing yourself and the work area, and the methods for doing this.

(b)
The required personal protective equipment and why it is important to wear it.

(c)
The procedures and required equipment for handling and disposing of the type of waste you are dealing with.

(d)
Arrangements for recycling in the workplace.

(e)
Approved methods for transferring waste.

(f)
The procedures for dealing with suspicious items.

(g)
Why it is important to maintain personal hygiene when handling waste.


Unit PC2 14 (F4PN 04)
Deal with Routine Waste
Element PC2 14.1   Handle routine waste

	
	
	Performance Criteria
	Knowledge Criteria

	 No
	Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	a
	b
	c
	d
	e
	f
	g

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit PC2 14 (F4PN 04)
Deal with Routine Waste
Element PC2 14.1   Handle routine waste

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 14 (F4PN 04)
Deal with Routine Waste
Element PC2 14.2   Deal with waste containers
	Performance criteria

1
Work methodically in a way that cuts down the risk of contaminating surrounding areas.

2
Follow workplace instructions to deal with the safe removal of spillages.

3
Report to the appropriate person any signs of infestations.

4
Identify waste containers that require cleaning and take the appropriate action to deal with this.

5
Replace bin liners or set up fresh containers, according to workplace requirements.

6
Leave containers clean and secure in the required place and in a condition which is fit for use.

7
Report to the appropriate person any faulty or damaged equipment.

8
Return your equipment and materials to the appropriate storage area in a clean and safe condition.

9
Follow procedures for removal, cleaning and disposal of used personal protective equipment.
	Knowledge criteria

(a)
Why the location and cleaning of waste areas is important in preventing and controlling pests.

(b)
The procedures for dealing with waste containers that have broken or are damaged.

(c)
The procedures for reporting and handling waste spillages.

(d)
To whom to report dangerous or faulty equipment, or danger of disease and the procedures for doing this.

(e)
The standards of cleanliness for holding areas and empty holding and collection bins.

(f)
Who is responsible for cleaning holding areas and emptying holding and collection bins.

(g)
The location of waste holding areas and methods of taking waste to them safely.


Unit PC2 14 (F4PN 04)
Deal with Routine Waste
Element PC2 14.2   Deal with waste containers
	
	
	Performance Criteria
	Knowledge Criteria

	 No
	 Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	a
	b
	c
	d
	e
	f
	g

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit PC2 14 (F4PN 04)
Deal with Routine Waste
Element PC2 14.2   Deal with waste containers

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 15 (F4R0 04)
Deal with Non-Routine Waste
This Unit has the following Elements:

Element PC2 15.1   Handle and label non-routine waste

Element PC2 15.2   Transfer non-routine waste and deal with containers

Unit Summary

This Unit is about the handling of non-routine waste, which could include, for example, hazardous waste, such as clinical waste or sharps. It is about following procedures to ensure that waste is clearly labelled and that its movement is recorded.

This Unit requires that you treat all waste carefully, ensuring that waste receptacles are handled according to instructions.

When handling waste, it is important to maintain personal hygiene in order to prevent health and safety risks to yourself and others and to prevent contamination of the work area.

Unit PC2 15 (F4R0 04)
Deal with Non-Routine Waste
Element PC2 15.1   Handle and label non-routine waste
	Performance Criteria
1
Prepare yourself and your working area so that you can do the job efficiently, correctly and safely.

2
Make sure you wear the necessary personal protective equipment (PPE) required by your work instructions.

3
Check that storage containers are securely sealed before handling.

4
Check that the seal on any used waste storage receptacle is unbroken when movement is complete.

5
Where waste is collected up for transfer to a collection point, identify the waste that needs to be transferred and do this using approved handling procedures.

6
Where different types of waste to be collected do not have separate local containers, identify the waste material for collection and segregate or sort before disposal to the collection points.

7
Ensure that the origin of waste is clearly marked where your instructions require you to do so.

8
Label and record the movement of waste as required.

9
Handle sacks and receptacles as instructed to secure your own safety and that of others, and to make sure they are not damaged by handling.

10
Use the handles provided to move rigid containers.

11
Identify sharps as requiring special handling and use the pick-up kit and specific box for disposal of sharps.

12
Check first with your supervisor before removing items that you are unsure whether they are to be treated as waste.
	Knowledge Criteria
(a)
The procedures for preparing yourself and the work area and the methods for doing this.

(b)
The required personal protective equipment (PPE) and why it is important to wear it.

(c)
Approved methods for transferring waste.

(d)
How to correctly mark, label and record waste and it’s movement and why this is necessary.

(e)
The procedures and required equipment for disposing of sharps safely.

(f)
The correct methods for handling and disposing of clinical waste.

(g)
Safe procedures for segregating and sorting waste for recycling.

(h)
The procedures for dealing with suspicious packages.


Unit PC2 15 (F4R0 04)
Deal with Non-Routine Waste
Element PC2 15.1   Handle and label non-routine waste
	
	
	Performance Criteria
	Knowledge Criteria

	 No
	 Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	a
	b
	c
	d
	e
	f
	g
	h

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit PC2 15 (F4R0 04)
Deal with Non-Routine Waste
Element PC2 15.1   Handle and label non-routine waste
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 15 (F4R0 04)
Deal with Non-Routine Waste
Element PC2 15.2   Transfer non-routine waste and deal with containers
	Performance criteria

1
Make sure that containers of waste materials are taken safely to the right place and secured if necessary.

2
Work methodically in a way that cuts down the risk of contaminating surrounding areas.

3
Record and tell your supervisor if you think that there may be signs of pests or something is faulty or broken.

4
Ensure that waste containers that are heavily used at regular intervals are cleaned according to instructions.

5
Replace bin liners or set up fresh containers, according to workplace requirements.

6
Leave clean containers in the correct place and in a condition which is fit for use.

7
If spillages occur follow instructions to deal with their safe removal.

8
Leave holding areas clean when you have finished.

9
Return your equipment and cleaning agents to the correct store in a clean and safe condition.

10
Follow procedures for removing, cleaning and disposal of used PPE.
	Knowledge criteria

(a)
How to correctly identify and dispose of sanitation bins.

(b)
Why the location and cleaning of waste areas is important in preventing and controlling pests.

(c)
How to identify problem and hazardous wastes.

(d)
Why it is important to repackage waste containers that have dangerous residue adhering to their outsides.

(e)
The procedures for reporting and handling waste spillages.

(f)
The standards of cleanliness for holding areas and empty holding and collection bins.

(g)
The location of waste holding areas and methods of safe carriage of collected wastes to them.


Unit PC2 15 (F4R0 04)
Deal with Non-Routine Waste
Element PC2 15.2   Transfer non-routine waste and deal with containers
	
	
	Performance Criteria
	Knowledge Criteria

	 No
	 Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	a
	b
	c
	d
	e
	f
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Unit PC2 15 (F4R0 04)
Deal with Non-Routine Waste
Element PC2 15.2   Transfer non-routine waste and deal with containers

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 18 (F4PL 04)
Clean and Maintain Internal Surfaces and Areas
This Unit has the following Elements:

Element PC2 18.1   Prepare for cleaning

Element PC2 18.2   Carry out your cleaning duties

Unit Summary

This Unit is about working efficiently in a routine, low risk working environment and describes the processes and procedures to be followed, applicable to the workplace.

It covers assessing the area to see what work has to be done, selecting the most appropriate equipment for the job and dealing with spillages and accidents.

When carrying out your work it is important to conduct cleaning tasks in the most efficient order to prevent dirtying other areas, including those you have just cleaned. When you have finished cleaning it is important that the work area meets workplace requirements.

Unit PC2 18 (F4PL 04)
Clean and Maintain Internal Surfaces and Areas
Element PC2 18.1   Prepare for cleaning
	Performance Criteria
1
Follow the instructions and procedures for entering and leaving your workplace.

2
Ensure your levels of personal hygiene meet workplace requirements and are maintained throughout the cleaning process.

3
Inspect the area for the cleaning needed, taking into account the different surfaces within it.

4
Ensure that the right people know when cleaning is taking place and when the area will be free for use again.

5
Follow the correct procedures to deal with any lost property or unattended items.

6
For each cleaning task, choose the appropriate equipment and materials taking into account factors such as manufacturers' instructions, risk, efficiency, access, time, surface and type of soiling.

7
If the appropriate equipment and materials are not available, select suitable alternatives or inform the appropriate person.

8
Wear the personal protective equipment required for the cleaning method and materials being used.

9
Plan the sequence for cleaning the area to avoid re-soiling clean areas and surfaces.

10
Ensure that all surfaces to be cleaned are accessible and can be reached to perform adequate cleaning.

11
Ensure that there is adequate ventilation for the work being carried out.
	Knowledge Criteria
(a)
What permits and checks are required for you to work on the premises.

(b)
The instructions and procedures for entering and leaving the workplace and why you should follow them.

(c)
The levels of personal hygiene required by your workplace and why it is important to maintain them during your work.

(d)
Which cleaning tasks you are required to complete and have the skill and knowledge to perform.

(e)
How factors such as manufacturer’s instructions, risk, efficiency, access, time, surface and type of soiling can influence the cleaning method you use.

(f)
How to inspect a work area to decide what cleaning it needs and the best way of carrying this out.

(g)
The right personal protective equipment for the work area, equipment, materials and chemicals used.

(h)
Why it is important to wear personal protective equipment when required and why it is important for others to see you wearing it.

(i)
Your work schedules and why you should keep to them.

(j)
The correct sequence for cleaning the work area.

(k)
Which methods and materials are most effective on the surface and soiling to be cleaned, and what are the alternatives.

(l)
Why different equipment should be used for different cleaning tasks and the reasons for colour-coding.

(m)
How to clean the surfaces without causing injury or damage.


Unit PC2 18 (F4PL 04)
Clean and Maintain Internal Surfaces and Areas
Element PC2 18.1   Prepare for cleaning
	
	
	Performance Criteria
	Knowledge Criteria

	No
	 Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	a
	b
	c
	d
	e
	f
	g
	h
	i
	j
	k
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	m

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit PC2 18 (F4PL 04)
Clean and Maintain Internal Surfaces and Areas
Element PC2 18.1   Prepare for cleaning
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Unit PC2 18 (F4PL 04)
Clean and Maintain Internal Surfaces and Areas
Element PC2 18.2   Carry out your cleaning duties
	Performance Criteria

1
Before beginning your work remove loose dirt, debris and detritus.
2
Use the correct cleaning method for the work area, type of soiling and surface.

3
Clean in a sequence so as to avoid re-soiling clean areas and surfaces.

4
Take steps not to disturb or cause nuisance to others when cleaning.

5
Avoid causing obstructions to access with cleaning equipment and power leads.

6
Place warning signs so that no-one may come into your work area without being warned.

7
Adapt your cleaning method according to the available equipment, materials and any problems you have identified.

8
Report to the appropriate person any difficulties in carrying out your work.

9
Deal efficiently with spillages, using the equipment, materials and method appropriate to the surface and the type of spillage.

10
Identify and report to the appropriate person any additional cleaning required that is outside your responsibility or skill.

11
Follow workplace procedures to deal with any accidental damage caused during the cleaning process.

12
Replenish any necessary supplies or consumables.

13
Ensure that, on completion of the work, the area is left clean and dry and meets requirements.

14
Return the equipment, materials and personal protective equipment you have used to the right places, making sure they are clean, safe and securely stored.

15
Recognise when cleaning equipment and materials may need replacing and take action to organise extra resources.
	Knowledge Criteria

(a)
The time allowed for completing the work.

(b)
The results expected from each cleaning operation.

(c)
The right techniques to use with chosen equipment and materials.

(d)
The results of using wrong or unsuitable materials and/or not following the manufacturers’ instructions.

(e)
How to change your cleaning method to suit the soiling and surface and the different methods available.

(f)
How to identify the signs of pest infestation and the right action to take to deal with it.

(g)
Cleaning methods and techniques that may cause nuisance to the public/client and how to avoid this (eg by changing the timing/sequence of cleaning operations).

(h)
Why it is important to check the quality of your work as you go along.

(i)
How to identify and deal with tasks that are outside your area of skill or responsibility.

(j)
The procedures for dealing with and reporting accidental damage.

(k)
Storage areas for the return of equipment and materials and why they should be kept clean, safe and secure.

(l)
The procedures for organising replacement and/or extra resources.


Unit PC2 18 (F4PL 04)
Clean and Maintain Internal Surfaces and Areas
Element PC2 18.2   Carry out your cleaning duties
	
	
	Performance Criteria
	Knowledge Criteria

	 No
	 Description of Evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	a
	b
	c
	d
	e
	f
	g
	h
	i
	j
	k
	l

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit PC2 18 (F4PL 04)
Clean and Maintain Internal Surfaces and Areas
Element PC2 18.2   Carry out your cleaning duties

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

Candidate:


Date:


Assessor:


Date:


Internal verifier:


Date:


Section 4 — Blank recording forms

This section consists of the blank forms referred to in Section 2 for you to photocopy. You may find these useful when compiling your portfolio.

Portfolio title page

	Your name
	

	Job title
	

	Name of Employer/

Training Provider/

College
	

	Their address
	

	Telephone number
	

	SVQ
	

	Level
	

	Units submitted for assessment
	

	Mentor’s name
	

	(Please provide details of Mentor’s experience)
	


	Assessor’s signature
	
	Date
	


Personal profile
	Name
	

	Address
	

	Postcode
	

	Home telephone 
	

	Work telephone 
	

	Job title
	


Relevant experience
	Description of your current job
	

	Previous work experience
	

	Qualifications and training
	

	Voluntary work/interests
	


Personal profile (cont)

	Name of Employer/Training Provider/College
	

	Address
	

	Postcode
	

	Telephone number 
	

	Type of business
	

	Number of staff
	

	Structure of organisation

(include chart or diagram if available)
	


Contents checklist 
You might also find it useful to complete the following checklist as you work your way through your portfolio. This will help you to see if you have included all the relevant items. Once you have completed your portfolio, you will be able to use this checklist again as a contents page, by inserting the relevant page or section numbers in the right hand column.

	Section
	Completed
	Page/Section number

	Title page for the portfolio
	
	

	Personal profile
	
	

	Your own personal details
	
	

	A brief CV or career profile
	
	

	A description of your job
	
	

	Information about your employer/training provider/college
	
	

	Unit Assessment Plans
	
	

	Unit progress record
	
	

	Completed Element achievement records for each Unit 
	
	

	Signed by yourself, your assessor and the internal verifier (where relevant) 
	
	

	Evidence reference numbers included
	
	

	Index of evidence (with cross-referencing information completed)
	
	

	Evidence (with reference numbers)
	
	

	Observation records
	
	

	Details of witnesses (witness testimony sheets)
	
	

	Personal statements
	
	

	Products of performance
	
	


Index of evidence
	SVQ title and level 
	


	Evidence

number
	Description of evidence
	Included 

in portfolio 

(Yes/No)

If no, 

state location
	Sampled by the IV

(initials and date)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Personal statement

	Date
	Evidence 

index number
	Details of statement
	Links to other evidence 

(enter numbers)
	Units, Elements, PC, and Range

covered

	
	
	
	
	


	Candidate’s signature
	
	Date
	


Observation Record

	Unit/Element(s)
	

	Candidate name
	

	Date of observation
	

	Evidence index number
	


	Skills/activities observed
	PC and Range covered

	
	


	Knowledge and Understanding apparent from this observation

	


	Other Units/Elements to which this evidence may contribute

	


	Assessor comments and feedback to candidate

	


I can confirm the candidate’s performance was satisfactory.

	Assessor’s signature
	
	Date
	


Witness testimony 

	SVQ title and level
	

	Candidate name
	

	Evidence index no
	

	Where applicable, evidence 

number to which this testimony

relates
	

	Element(s)
	

	Range
	

	Date of evidence
	

	Witness name
	

	Designation/relationship to candidate
	

	Details of testimony
	


I can confirm the candidate’s performance was satisfactory.

	Witness’s signature
	
	Date
	


Witness (please tick the appropriate box):

 FORMCHECKBOX 

Holds A1/A2 or D32/D33 qualifications
 FORMCHECKBOX 

Is familiar with the SVQ standards to which the candidate is working

Record of questions and candidate’s answers

	Unit
	

	Element(s)
	

	Evidence index number
	

	Circumstances of assessment

	

	List of questions and candidate’s responses

	Q
	

	A
	

	Q
	

	A
	

	Q
	

	A
	

	Q
	

	A
	

	Q
	

	A
	


	Assessor’s signature
	
	Date
	

	
	
	
	

	Candidate’s signature
	
	Date
	


This is the UNIT title — it describes a role and task.





This is the ELEMENT title.  It describes part of the main role and task.





PERFORMANCE CRITERIA set out the standard of performance you need to demonstrate consistently to claim competence in a particular Element.





The RANGE defines the various circumstances in which you must be able to prove you are competent.





You must cover all of the items in the Range Statement.





The KNOWLEDGE AND UNDERSTANDING Requirements state what you must know and understand and how this knowledge applies to your job.





Circle the reference numbers as you complete each Unit.  You can then easily see what stage you have reached in your SVQ.





This section of the form is for your assessor to sign each time you successfully achieve a Unit.





These numbers relate to your Evidence Index and will allow your assessor to find your evidence easily.





Candidates should enter which areas of Knowledge and Understanding that piece of evidence covers. 





As you collect your evidence for assessment you should tick the relevant boxes.  There is a box which represents each Performance Criteria and Range in the Element.








Give a brief description of the evidence you are offering for assessment against each Performance Criteria, Range and piece of Knowledge and Understanding.








